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6* Renders an cmlnloe(s) to the Senior Finance Officer regarding the 
interpretation of Beadqua rter& and other applicable financial regulations 
and directives and assisting in the i»p lamentation thereof, this requires 
a thorough knowledge of Agency Regulations, Foreign Service lx aval ami 
Allowance Regulations, Joint Travel Regulations and Standardised Travel 
Regulations, la addition, it requires the ability to interpret SEA Division, 
Comptroller or Finance Division dispatches and other directives and to render 
advice and guidance to other Agency personnel accordingly. 

7. Reviews and performs administrative audit of all vouchers, account- 
ings, and claims submitted to the f loanee office for the purpose of deter- 
mining whether or not funds have been obligated, the propriety of the 
transactions, compliance with regulations and procedures, and the adequacy 
of the documentation and justification thereof. This Involves determining 
that the proper entry has been made, the correct allotment account has been 
charged or credited, the necessary supporting data is attached, the explana- 
tion is adequate, and the voucher ami all attachments are mathematically 
correct. t?f*c*sewer necessary, he consults with employees and officials 
rendering accountings with particular regard to the development of adequate 
documentation and justification, end the disallowance of non-allowable items. 
Upon completion of the foregoing, the vouchers and other documents are trans- 
mitted to the Senior Finance Officer for review and/or other appropriate 
action. 


8. Assists in the establishment and revision of financial and control 
procedures for the stations serviced within the region, subject to prescribed 
general Headquarters policies and procedures. Assists in the review and 
analysis of the status of operations and other advances and takes appropriate 
administrative action to effect settlement within established due dates. 
Advises operating personnel on financial matters concerning their specific 
activities both in an operating and a planning capacity. 

II. SOTERVISIOT RECEIVED 

The incumbent is under the general a^ain^t^tive and technical super- 
vision of the Regional finance Officer, 25 X 
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This position is distinguished from the next lower level inasmuch as the 
incudbent functions as Finance Officer and Authorised Certifying Officer end 
acts for his superior during the latter* a absence. It is distinguished from 
the next higher level by the absence of overall responsibility for the acti- 
vities of the Finance Office on a continuing basis. 
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DISPATCH 


25X1 A6c 


I HEADQUARTERS FILE NO. 


Chief, NEA 

ATTN* Chief, Finance Division 


DATE 


25X1 A6a FROM 
25X1 A9a | subject 
25X1 A2e 


Chief of Station, 


ADMIN 

Promotion for 



6 March 1959 

RE: "43-3" - (CHECK “X" ONE) 


I ACTION REQUIRED 


I REFERENCE(S) 


25X1 A2e 


MARKED FOR INDEXING 


NO INDEXING REQUIRED 

INDEXING CAN BE JUDGED 
BY QUALIFIED HQ. DESK ONLY 


824 


25X1 A2e 

Chief. ■■■■>■■!; Off 144*1 a 

a promotion to GS— 11 xor 
for ■■■ Station. 


25X1 A2e 

2. The writer would like to take thi. oocasion to ljn^ls 

experience of an ofiicei^|^j^ work is exemplary, 

OS-11* Th ® f Jhat th^SScnhicS he provides both the 

S tat ion'and^Headquart ere' sh ould be rewarded with this pro m otlon. 

5X1 A2e 



3 March 1959 

Distribution* 
2 - CFD 
1 - CNEA 
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TO Chief* N£A 
info ATTN: Chief, Finance division 


from Chief of Station, 


Promotion of 


DISPATCH SYMBOL AND NO. 

^■~824 25X1 A6c 


HEADQUARTERS FILE NO. 


A 27 February 1959 


RE: “43-3” - (CHECK “X" ONE) 


See fgjjg 


MARKED FOR INDEXING 


NO INDEXING REQUIRED 


INDEXING CAN BE JUDGED 
BY QUALIFIED HQ. DESK ONLY 


si 


-Jl dtd 3 o#pt 58 
368 dtd U July W 


With 


*t«d that Headqu*rt«s recon*id#»~ 
for promotion to GS-11. 

ict to this pr oKiotlon. It is recooeu. 'ndod th»t 
B slot be up-graded to provide for t^-his advance 


the 
in 

3# The duties and responsibilities perforated by! 
warrant a position of 115*11* Th gzQ dutie s include: 

a) Th^^dntanapce of Class “A* 4 f inanci al records for 

b) Maintenance gjf ^Udfetary, records for the 

Station: _ 1 I H _ _ 

c) Receives and disburses cash; 

d) Audits and reconciles general ledger accounts and 
case officer accountings! 



4. 

5. 


and interpret*! 
and directives: 


f) Or ioinatasc orr e spond an c e and in the absence of 
Chief, releases correspondence and acts for 

his* 

Subject has been in grade since March 1957* 


w t- performed all duties assigned to him in a 

cheerful* cooperative and efficient manner; his performance 
clearly exceeds the requirements* 


25X1 A2e 


APPROVE? 

Chief of St at ion, | 

25 February 1959 

distribution : 

2 - CFD 


FORM 

USE PREVIOUS EDITION. 

10-57 53 

REPLACES FORMS 

51-28, 51-28A AND 51-29 

(40) 

' WHICH ARE OBSOLETE. 
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